TELECOMMUTE PROGRAM
EMPLOYEE/ SUPERVI SOR AGREEMENT

THE FOLLOW NG CONSTI TUTES AN AGREEMENT ON THE TERMS AND CONDI TI ONS OF
THE TELECOVWWUTE PROGRAM BETWEEN
(i napplicabl e paragraph(s) should be crossed out or extracted):

O gani zati on/ Di vi si on:

Enpl oyee

Super vi sor

1. Enpl oyee voluntarily agrees to work at the agency-approved
alternative workplace and to follow all applicable policies and
procedures. Enpl oyee recogni zes that the tel ecomrute arrangenent is
not an enpl oyee benefit but an additional nethod the agency may
approve to acconplish work.

2. Enpl oyee agrees to participate in this programfor a specified
period of tine not to exceed __ nonth(s). The enployee nay work at
the alternate duty station a maxi mumof __ day(s) per week during the
agreenent period. Enployee agrees to participate in this program

begi nni ng (nont h/ day/ year) and endi ng
(rmont h/ day/ year)

oR

Enpl oyee agrees to participate in the programon a case-by-case
basi s; enpl oyee nust request pernission and obtain approval fromthe
supervisor prior to working at an alternate worksite. The overal
m ssion of the office will take precedence over an enpl oyee worKki ng
off-site.

oR

Enpl oyee agrees to try out the arrangenent for at least _

nmont hs unl ess unforeseeable difficulties require earlier cancellation

3. Enpl oyee’s official duty station is:

4, The alternate worksite is |located at:

(specify street and nunber, city, and state)

5. Enpl oyee’s time and attendance will be recorded as performng
official duties at the official duty station. The nornmal duty day
wi Il be accounted for by hours worked and provided to the supervisor
upon return to the official duty station.

OR

Enpl oyee agrees to nmake sure the tel ecommuting enpl oyee's
ti mekeeper has a copy of the enployee's work schedule. The supervisor
agrees to certify biweekly the tinme and attendance for hours worked at
the main office and the alternative workplace. (Note: agency may
require enpl oyee to conplet a self certification form.

OR

Enpl oyee's tine and attendance will be recorded as performng
official duties at the official duty station. The normal duty day
must be accounted for by hours worked, some form of authorized | eave,
or any conbination thereof. Al |eave and travel entitlenment will be
based on the enployee's official duty station



6. Enpl oyee understands that a tel econmuting arrangenent is not a
basis for changing the enployee's salary or benefits. Al pay, |eave,
and travel entitlenents are based on the official duty station.

7. Enpl oyee agrees to foll ow established office procedures for
requesting and obtai ni ng approval of |eave.

8. Enpl oyee will continue to work in pay status while working at the
alternate worksite. |If enployee works overtinme that has been ordered
and approved in advance, the enployee will be conpensated in

accordance with applicable Iaw, regul ati ons, and federal personnel
manual gui dance. The enpl oyee understands that the supervisor wll
not accept the results of unapproved overtinme work. By signhing this
form enployee agrees that failing to obtain proper approval for
overtime work nmay result in renmoval fromthe tel ecormute program or
ot her appropriate action.

9. Unl ess ot herwi se instructed, enployee agrees to performofficial
duties only at the main office or agency-approved alternative
wor kpl ace. Enpl oyee agrees not to conduct personal business while in
official duty status at the alternative workplace, for exanple, caring
for dependents or naking home repairs.
oR

Enpl oyee agrees to limt the performance of his or her officially
assigned duties to the official duty station or to agency approved
alternative worksite. Enployee further agrees to limt use of
CGover nment provi ded services or supplies to work conducted in the
performance of official duties. Failure to conply with this provision
may result in |loss of pay, termnation of the tel ecomrute arrangenent,
and/ or other appropriate disciplinary action.

10. Enpl oyee agrees to conplete all assigned work according to
procedures mutual ly agreed upon by the enpl oyee and the supervisor and
according to guidelines and standards in the

enpl oyee's performance plan and this agreenent.

OR
Enpl oyee will provide supervisor with a list of anticipated work
to be acconplished at the alternate worksite with the request;
enpl oyee wi |l docunent and provide supervisor a synopsis of work
conpl eted upon return to official duty station
OR

Enpl oyee agrees to provide regular reports if required by the
supervi sor to hel p judge perfornmance. The enpl oyee understands that a
decline in performance may be grounds for canceling the alternative
wor kpl ace arrangenent.

11. Enpl oyee will nmeet with the supervisor or others as necessary,
appropriate, or requested in order to performassigned duties or to
fulfill organizational requirenents. This includes such activities as

attendi ng required training progranms, receiving assignnents, review ng
conpl eted work, attending neetings, providing progress reports, etc.

12. Managenent reserves the right to alter the enpl oyee's work
schedul e to acconmpdat e work demands or for any other official
pur pose.



13. Gover nment - owned equi pnent i s not authorized under this

agreenent. The enpl oyee agrees to install, service, and maintain any
personal equi pnent used. Enployee is responsible for repair and
mai nt enance of personally owned equi pnent. The governnment will not be

liable for damages to an enpl oyee's personal or real property during
the course of performance of official in the enpl oyee's residence,
except to the extent the governnent is held |iable by the Federal Tort
Cainms Act or Mlitary Personnel and G vilian Enpl oyees' C aim Act.
OR

Enpl oyee agrees to protect any government-owned equi pnent and to
use the equi prent only for official purposes. The agency agrees to
install, service, and maintain any government - owned equi pnent i ssued
to the tel ecommuting enpl oyee. The |oan, use, security, and
protection of government property must be in accordance with
establ i shed policies and procedures. The enployee is responsible for
i medi ately notifying his/her supervisor if governnent-owed property
fails to operate properly or is damaged. CGovernmnent-owned conputer
equi pment and software will be serviced and nai ntai ned by the
government at a location of its choosing. The enployee agrees to
follow the ternms of conputer software |license and copyri ght
agreenents, as well as conputer virus and protection requirenments and
procedures.

14. The agency agrees to provide the enployee with all necessary
of fice supplies and al so rei nburse the enpl oyee for business-rel ated
| ong di stance tel ephone calls.

15. The enpl oyee understands that the Government will not be
responsi ble for any operating costs that are associated with the

enpl oyee using the home as an alternative worksite, for exanple, hone
mai nt enance, insurance, utilities (heating, electricity, water),
renovati on of workspace, providing office furniture, etc. The

enpl oyee understands that this does not relinquish any entitlenent to
rei mbursenment for authorized expenses incurred while conducting

busi ness for the Governnent, as provided for by statute and
regulations. Cdainms for authorized expenses will be pronptly filed
wi th the agency.

16. In no case will documents which contain classified information be
processed, or be authorized to be processed at other than Governnent
approved |l ocations. Oher information which is specifically protected
frompublic disclosure by statute (such as data subject to the Privacy
Act of 1974) or which has been determined to be exenpt from nandatory
di scl osure under the provisions of the Freedom of Information Act,

wi || be safeguarded according to regul ati ons established for that

i nformati on.

17. The supervisor will determ ne how frequently, if at all, backup
copi es of data onto floppy disk nust be nmade to protect agai nst |oss
of data. The supervisor may al so require the enployee to periodically
send backup copies to the main work facility.

18. Enpl oyee agrees to protect governnment/agency records from
unaut hori zed di scl osure or damage and will conply with requirenments of
the Privacy Act of 1974, 5 U S. C. 552a.



19. The enpl oyee agrees to provide a work area adequate for
performance of official duties.

20. Enpl oyee will ensure that a proper work environnent is maintained
and personal/famly responsibilities do not interfere with the
schedul ed work time or acconplishnent of work. Personal disruptions

such as nonbusi ness tel ephone calls and visitors will be kept to a
m ni num
21. Enpl oyee agrees to conply with safety and occupational health

procedures by keeping the designated offsite worksite area and al
other areas of the residence with which the enpl oyee conmes into
contact during official duty hours free fromall hazards and w Il
exerci se reasonabl e due care and prudence in carrying out official
duties in these areas.

22. Enpl oyee understands he/she is covered under the Federa
Enpl oyee' s Conpensation Act if injured in the course of actually
perfornming official duties at the The enpl oyee agrees to notify

the supervisor imediately of any accident or injury that occurs at
the alternative workplace and to conplete any required forns. The
supervi sor agrees to investigate such a report inmediately.

23. Enpl oyee agrees he or she is bound by agency standards of conduct
while working at the alternative worksite.

24, Not hing in this agreenent precludes the agency fromtaking any
appropriate disciplinary or adverse action agai nst an enpl oyee who
fails to conply with the provisions of this agreenent or performance
st andar ds.

25. Enpl oyee agrees that this agreenent expires 90 days after change
in supervisor and in order to be continued past that point nust be
renegotiated with the new supervi sor for that period.
OR

Supervi sor agrees to let the enployee resune his or her regul ar
schedule at the nain office after notice to the supervisor. Enployee
under stands that the supervisor may cancel the tel ecommuting
arrangenent and instruct the enployee to resune working at the main
of fice. The supervisor agrees to follow any applicable adm nistrative
or negoti ated procedures.

26. This agreenment may be cancelled at any tine for any reason by the
supervi sor.
oR
Ei t her the enpl oyee or supervisor nay end this agreenent at any
time with a 5-day witten noti ce.

Enpl oyee's Signature and Date

Supervi sor's Sighature and Date



